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Introduction
  The following slideshow provides 

guidance for controlling all documents, 
internal and external, and procedures 
required by the Standard as it pertains 
to the DLA Strategic Materials 
Environmental, Safety and Occupational 
Health Management System (ESOHMS). 

 Remember that YOU are the key to 
maintaining a safe and healthy work 
environment.

 Go to the “I Am The Key” link on for 
more information on the ESOHMS and 
our document control policy. 

http://www.strategicmaterials.dla.mil/iamthekey/Pages/default.aspx
http://www.strategicmaterials.dla.mil/iamthekey/Documents/1%20doc_control_Policy%202010.pdf
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Purpose of this Training

 To make you aware of our Document 
Control Policy

 Define terms to help you understand 
what a document is and why it needs 
to be controlled

 To help you understand the role that 
document control plays in your 
ESOHMS
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What is a document?

 The ESOHMS defines a 
“document” as: Any written 
information that defines 
procedures for environmental or 
safety compliance with 
regulations, and/or conformance 
with the ESOHMS.
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What is a “Controlled” 
document?

 In the DLA Strategic Materials ESOHMS, controlled 
documents are:

 Approved prior to use

 Readily located

 Legible, dated, and readily identifiable

 Reviewed and updated periodically by authorized 
personnel and communicated by process owners to 
all applicable employees

 Are removed from all points of issue and use when 
obsolete, and otherwise assured against unintended 
use

 Typically are statements of policy, or help to describe 
or document the ESOHMS
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Examples of Controlled 
Documents

 Environmental, Safety, & Occupational Health 
(ESOH) Policy Statement

 Respiratory Protection Program

 Storm Water Pollution Prevention Plans

 Occupational Safety & Health Regulations for 
Mercury

 Operations and Logistics Storage Manual
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Why is this important?
 Controlled documents contain critical 

information about your work 
procedures, administrative policies, 
health and safety policies, and other 
information you need to know about 
your ESOHMS.

 This information may change over 
time, and you need to know where to 
find the most current version of these 
documents.
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Our Controlled Documents
 All are available on the “I am the 

Key” website

 A list of controlled documents is 
available in IGD 1010-3.3

 This list is also called the “Document 
Review and Revision Matrix,” as 
found in the blue navigation bar on 
the home page (see next slide).
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IGD under 
which the 
document 
can also be 
located

Next date 
that the 
document 
will be 
reviewed/upd
ated
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Controlled Documents on 
“I am the Key”:
 Will be the current version

 Will have a version date at the top right of the 
page

 Will have the following disclaimer at the bottom of 
the page, to warn users of paper copies that the 
paper copies may not be current:

CAUTION

Hard copies of this document may not be the current 
version. Refer to the “I Am The Key” to verify the 

current version.
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Where can I find 
Controlled Documents?

 All controlled documents are hyperlinked on the Document 
Review/Revision Matrix

 Just click on the document you want to locate
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Documents vs. Records
 Records are documents stating results achieved, or 

evidence of activities performed.

 Records do not need to be controlled and may include 
plans and procedures that are retained for historical 
purposes

 These documents will be included within file cabinets 
or within shelves that are labeled: “These files contain 
certain documents that are found in the ESOHMS IGD 
and may not be the most current version. Refer to our 
ESOHMS web page (www.iamthekey.com) for the 
most current versions of these documents.”

 They may also be stamped “This Document May be 
Obsolete. Retained for Historical Use Only.”

http://www.iamthekey.com/
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Questions?

Please contact the DLA Strategic 
Materials Environmental 

Representative or your depot 
Environmental Monitor with 

questions regarding the control of 
documents
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